


Company Name: One Potomac Yard Order # 26994665

COMCAST BUSINESS SERVICE ORDER

     Modifications: All modifications to the Agreement, if any, must be captured in a written Amendment, executed by an authorized Comcast
Senior Vice President and the Customer. All other attempts to modify the Agreement shall be void and non-binding on Comcast. Customer by
signing below, agrees and accepts the Terms and Conditions of this Agreement.

4.

Title

CUSTOMER SIGNATURE

Date

By signing below, Customer agrees and accepts the Terms and Conditions of
this Agreement. General Terms and Conditions can be found at
http://business.comcast.com/terms-conditions/index.aspx

FOR COMCAST USE ONLY

SmartOffice License Number

Sales Representative Code

Sales Representative

Sales Manager Approval

Division

Sales Manager NameSignature

Name
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Company Name: One Potomac Yard Order # 26994665

COMCAST BUSINESS SERVICE ORDER

BUSINESS INTERNET CONFIGURATION DETAILS

Transfer Existing Comcast.net Equipment

Number of Static Ips Business Web

No

0

DOCSIS 3.1 Device

No

OrderForm Version Page 3  of 3v1





GSA300 List of Accounting Strings

Accounting String Amount Obligated

EP-47PM1021F0028.2021.108.00.S00U0100.GT20.GT000.H02.YPTOUTPR........... $5,456.70

EP-47PM1021F0028.2021.108.00.S00U0100.GT20.GT000.H02.YPTOUTVP........... $12,732.30



ITEM NO. 

(a)

SUPPLIES OR SERVICES 

 (b)

QUANTITY 

ORDERED 

 (c)

UNIT 

(d)

UNIT PRICE 

(e)

AMOUNT 

(f)

GSA 300-A (REV. 5/2010)

ORDER FOR SUPPLIES AND 

SERVICES (Continuation)

THIS NUMBER MUST APPEAR ON ALL PACKAGES AND PAPERS 

RELATING TO THIS ORDER
PAGE 

OF 

PAGES
DATE ORDER NUMBERPDN NUMBER

GENERAL SERVICES ADMINISTRATION

1/29/2021

Office Furniture Relocation Move for Outgoing Transition customers:

Office Furniture Move/relocation - OFP

Place of Performance: DC0031ZZ GSA-ROB 301 7TH ST SW WASHINGTON, DC

Office Furniture Relocation Move for Outgoing Transition customers:

20024-0001

Contract Type: Firm Fixed Price

$5,456.70

Contract Type: Firm Fixed Price

PoP: 01/29/2021 - 02/05/2021

Office of Former Vice President Items to include: Refrigerators, tables,

EP-47PM1021F0028.2021.108.00.S00U0100.GT20.GT000.H02.YPTOUTPR...........

EP-47PM1021F0028.2021.108.00.S00U0100.GT20.GT000.H02.YPTOUTVP...........

1

3

0002

Obligated: $12,732.30

Place of Performance: DC0031ZZ GSA-ROB 301 7TH ST SW WASHINGTON, DC

chairs, desks, waste bins, coffee tables, executive furniture, file

Office of Former President  Relocation of desks, tables, chairs, sofa,

20024-0001

locking cabinet, metal shelving units

1

Obligated: $5,456.70

EP-47PM1021F0028

cabinets, credenzas, bookshelves

EA $12,732.30

3

EA

PoP: 01/29/2021 - 02/05/2021

$12,732 30

Deliverable

Deliverable

Office Furniture Move/relocation for OFVP

0001

PSC: S215 -- HOUSEKEEPING- WAREHOUSING/STORAGE

PSC: S215 -- HOUSEKEEPING- WAREHOUSING/STORAGE

$5,456.70

47PM1020A0003/47PM1021F0028



2/8/2021Created Date

Prepared By

Enterprise Service Order

Print Name   Signature of Account Administrator     Date

You acknowledge that you are the owner or authorized signer on the account information entered on this form

By completing this form, you agree to terms and conditions of the Stamps com Enterprise service terms set forth at  including but not limited tohttp:///www stamps com/enterprise/service-terms

authorizing Stamps.com to collect amounts from the payment methods selected above for service provided (e. g. Postage Purchases, Service Fees and any additional fees). You understand that

there is a periodic charge that will be made according to your billing cycle, and that to terminate this recurring billing you must either cancel your account or arrange for an alternative method of

payment. You also agree to allow Stamps com Inc. to confirm the accuracy of the information you entered on this form with your bank

Authorization

For your security, please do not email credit card or ACH information. Submit via the secure fax number on the provided
form.

*  begins charging service fees 5Stamps.com
days after the account is activated. The prorated
monthly fees for your first month of service will
appear on your initial invoice. Note: The user will
receive email notification from  whenStamps.com
their account has been activated.

Billing Information

Stamps.com GSA Enterprise Premier Plan,
complimentary supplies incude: two 70 lbs.
scales, two 5 sheet packs of NetStamps (250
stamps labels), and shipping labels (50). Will
work with USPS to provide GSA Schedule 48
postage pricing.

Notes

Month-To-MonthTerm (Months)

MonthlyBilling Frequency

Credit Card - Local BillingPostage Payment
Method

Credit Card - Local BillingSupplies Payment
Method

Credit Card - Local BillingService Fee
Payment Method

cheryl.d.williams@gsa.govEmail

Phone

Cheryl WilliamsContact Name

Federal GovernmentIndustry

1800 F St NW
Washington, DC 20650
US

Bill To

GSA Presidential Transition TeamAccount Name

Account Contact Information

Product
Locations /

Quantity
Monthly Fee (per location) /

Price
Purchase Type Total

Enterprise Premier Plan with 25 users GSA 30.21
(Distributed)

Monthly Service
Fee

$60.42

Billing Information

(b) (6)

(b) (6)

(b) (4)





INSTRUCTIONS FOR PREPARATION OF (GSA FORM 49)

GENERAL,   The GSA Form 49, Requisition/Procurement 

Request for Equipment, Supplies or Services, must be used 

as the basic procurement request form when requisitioning 

suppl ies not avai lable f rom customer Supply Centers, 

equipment, services (including architect-engineer and other 

related services) and construction (see GSA Handbook, 

Preparing Procurement Request and Receiving Reports, 

APD P 2800.14). The GSA form 49 ,Must also be used to 

requisit ion forms and publications for the GSA National 

Forms and Publication Center. The GSA Form 49 is not to  

be used as a printing requisition or to order motor vehicles 

from the Federal Supply service Automotive Commodity 

Center. Use GSA Form 50, Requisition for Reproduction 

Services, to order printing services and GSA Form 1781,  

Motor Vehicle Requisition, to order motor vehicles. 

  
REQUISITION/ PROCUREMENT REQUEST IDENTIFICATION 

N U M B E R .  A l l  p r o c u r e m e n t  r e q u e s t  s u b m i t t e d  t o  a  

c o n t r a c t i n g  o f f i c e  m u s t  b e  a s s i g n e d  a  n u m b e r  f o r  

identification purposes. The number used may be the ACT 

number (block 3) or a requisit ion/procurement request 

number (block 2). Assignment of a identification number is  

op t iona l  fo r  requ is i t ions  fo r  fo rms,  pub l i ca t ions  and 

 telephone service. 

  
COPIES. Procurement request must be prepared in an  

original and two copies, unless otherwise specified by the  

contracting off ice. The original and one copy must be 

forwarded to the appropriate contracting office and one 

copy will be retained by the program office. The number of 

copies of other requisit ions wil l be as prescribed by the 

office receiving the GSA Form 49. 

  
INSTRUCTIONS FOR COMPLETING THE BLOCK: The 

numbered blocks will be completed as described below: 

  

   1.  Enter the total  number of  pages in the  

requisition/procurement request. 

  

   2.  Enter the number assigned by the requisitioning office. 

Procurement  reques t  numbers ,  i f  ass igned,  must  be 

numbered consecutively by fiscal year and consist of the  

requisitioner's office symbol, fiscal year and a number, e.g. 

V-88-1, V-88-2. completion of this block is optional. 

  

   3.  Assign an Accounting control Transaction (ACT) 

number in accordance with NJEAR system procedures. 

  

   4.  Enter the date on which the requisition/procurement 

request is prepared. 

  

   5.  where appropriate, enter the job/project number (or 

title if necessary for identification) of the job/project to be  

charged for the requisition/procurement.  

  

   6.  Enter the organization tit le, office symbol, and 

location of the appropriate office. 

  

   7.  Enter the organizational title, office symbol, location, 

and telephone number of the requisitioning office. 

  

   8.  Enter the name and telephone number of the person 

who can furnish additional information concerning the 

requisition/procurement request. 

  

   9.  Enter the name, office symbol and telephone number 

of the office responsible for completing the receiving reports.

   10. Enter the accounting classification against which 

the requisit ion/procurement request wil l be charged. If 

mu l t ip le  account ing  c lass i f i ca t ion  are  requ i red ,  the 

information should be entered in blocks 13 through 18 or on 

the GSA Form 49A, Requisition/Procurement Request for 

Equipment, Supplies or Services (Continuation). 

  

  11. Enter the address, including room number, where  

applicable, building and telephone number to which the items 

are to be delivered. Whenever appropriate, use GENERAL 

SERVICE ADMINISTRATION and an office symbol as the 

first line of the address. 

  

  12. Fil l  in this block only if a procurement request is 

requesting the exercise of an option, a contract modification, 

or an order against an existing contract. Enter the number of  

the existing contract. 

  

  13.  List one number for each l ine i tem requisit ioned 

whether the l ine is a single i tem, or a quanti ty of that 

item. Indicate the appropriate stock number, if any. 

  

  14.  I f  a stock number has been entered in block 13, 

enter only the noun name of the item being requisitioned. 

Otherwise, described clearly and fully the supplies or services 

being requisitioned. Include any special requirements or 

restr ict ions and required just i f icat ions i  th is block.  I f 

address and telephone number. If more space is needed, 

types across the full page in the space available in blocks 13 

through 18 or on GSA Form 49A. 

  

  15.   Enter the quantity of units for each item number. 

  

  16.  Describe the type of unit, e.g., dozen, square foot, 

manhour. 

  

  17.  Enter the unit price for each unit described. 

  

  18.  Enter the estimated price for total number of 

units requested. 

  

  19.  Enter the estimated price for ALL i tems 

requisitioned. 

  

  20.   Enter  the name,  t i t le  and of f ice symbol  o f  the  

official who is authorized to certify the availability of funds\ 

and the correctness of financial data in block A. The official  

must sign in block B. 

  

  21 .   En ter  the  name,  t i t le  and o f f i ce  symbol  o f  the  

originator of the requisition/procurement request in block A. 

The named official must sign in block B. 

  

  22.  Briefly list all attachments to the GSA Form 49. 

  

  23 .   En te r  name,  t i t l e  and  o f f i ce  symbo l  o f  t he  

official approving the requisition/procurement request, as 

required by office policy, e.g., supervisor, branch chief, 

director, in block A. The named official must sign in block B.

  

  24-29.  Personnel from the GSA National Forms and  

pub l ica t ions  Center  w i l l  comple te  these b locks .  Not 

applicable to procurement request.  

 

GSA FORM 49 BACK (REV. 7-91)





INSTRUCTIONS FOR PREPARATION OF (GSA FORM 49)

GENERAL,   The GSA Form 49, Requisition/Procurement 

Request for Equipment, Supplies or Services, must be used 

as the basic procurement request form when requisitioning 

suppl ies not avai lable f rom customer Supply Centers, 

equipment, services (including architect-engineer and other 

related services) and construction (see GSA Handbook, 

Preparing Procurement Request and Receiving Reports, 

APD P 2800.14). The GSA form 49 ,Must also be used to 

requisit ion forms and publications for the GSA National 

Forms and Publication Center. The GSA Form 49 is not to  

be used as a printing requisition or to order motor vehicles 

from the Federal Supply service Automotive Commodity 

Center. Use GSA Form 50, Requisition for Reproduction 

Services, to order printing services and GSA Form 1781,  

Motor Vehicle Requisition, to order motor vehicles. 

  
REQUISITION/ PROCUREMENT REQUEST IDENTIFICATION 

N U M B E R .  A l l  p r o c u r e m e n t  r e q u e s t  s u b m i t t e d  t o  a  

c o n t r a c t i n g  o f f i c e  m u s t  b e  a s s i g n e d  a  n u m b e r  f o r  

identification purposes. The number used may be the ACT 

number (block 3) or a requisit ion/procurement request 

number (block 2). Assignment of a identification number is  

op t iona l  fo r  requ is i t ions  fo r  fo rms,  pub l i ca t ions  and 

 telephone service. 

  
COPIES. Procurement request must be prepared in an  

original and two copies, unless otherwise specified by the  

contracting off ice. The original and one copy must be 

forwarded to the appropriate contracting office and one 

copy will be retained by the program office. The number of 

copies of other requisit ions wil l be as prescribed by the 

office receiving the GSA Form 49. 

  
INSTRUCTIONS FOR COMPLETING THE BLOCK: The 

numbered blocks will be completed as described below: 

  

   1.  Enter the total  number of  pages in the  

requisition/procurement request. 

  

   2.  Enter the number assigned by the requisitioning office. 

Procurement  reques t  numbers ,  i f  ass igned,  must  be 

numbered consecutively by fiscal year and consist of the  

requisitioner's office symbol, fiscal year and a number, e.g. 

V-88-1, V-88-2. completion of this block is optional. 

  

   3.  Assign an Accounting control Transaction (ACT) 

number in accordance with NJEAR system procedures. 

  

   4.  Enter the date on which the requisition/procurement 

request is prepared. 

  

   5.  where appropriate, enter the job/project number (or 

title if necessary for identification) of the job/project to be  

charged for the requisition/procurement.  

  

   6.  Enter the organization tit le, office symbol, and 

location of the appropriate office. 

  

   7.  Enter the organizational title, office symbol, location, 

and telephone number of the requisitioning office. 

  

   8.  Enter the name and telephone number of the person 

who can furnish additional information concerning the 

requisition/procurement request. 

  

   9.  Enter the name, office symbol and telephone number 

of the office responsible for completing the receiving reports.

   10. Enter the accounting classification against which 

the requisit ion/procurement request wil l be charged. If 

mu l t ip le  account ing  c lass i f i ca t ion  are  requ i red ,  the 

information should be entered in blocks 13 through 18 or on 

the GSA Form 49A, Requisition/Procurement Request for 

Equipment, Supplies or Services (Continuation). 

  

  11. Enter the address, including room number, where  

applicable, building and telephone number to which the items 

are to be delivered. Whenever appropriate, use GENERAL 

SERVICE ADMINISTRATION and an office symbol as the 

first line of the address. 

  

  12. Fil l  in this block only if a procurement request is 

requesting the exercise of an option, a contract modification, 

or an order against an existing contract. Enter the number of  

the existing contract. 

  

  13.  List one number for each l ine i tem requisit ioned 

whether the l ine is a single i tem, or a quanti ty of that 

item. Indicate the appropriate stock number, if any. 

  

  14.  I f  a stock number has been entered in block 13, 

enter only the noun name of the item being requisitioned. 

Otherwise, described clearly and fully the supplies or services 

being requisitioned. Include any special requirements or 

restr ict ions and required just i f icat ions i  th is block.  I f 

address and telephone number. If more space is needed, 

types across the full page in the space available in blocks 13 

through 18 or on GSA Form 49A. 

  

  15.   Enter the quantity of units for each item number. 

  

  16.  Describe the type of unit, e.g., dozen, square foot, 

manhour. 

  

  17.  Enter the unit price for each unit described. 

  

  18.  Enter the estimated price for total number of 

units requested. 

  

  19.  Enter the estimated price for ALL i tems 

requisitioned. 

  

  20.   Enter  the name,  t i t le  and of f ice symbol  o f  the  

official who is authorized to certify the availability of funds\ 

and the correctness of financial data in block A. The official  

must sign in block B. 

  

  21 .   En ter  the  name,  t i t le  and o f f i ce  symbol  o f  the  

originator of the requisition/procurement request in block A. 

The named official must sign in block B. 

  

  22.  Briefly list all attachments to the GSA Form 49. 

  

  23 .   En te r  name,  t i t l e  and  o f f i ce  symbo l  o f  t he  

official approving the requisition/procurement request, as 

required by office policy, e.g., supervisor, branch chief, 

director, in block A. The named official must sign in block B.

  

  24-29.  Personnel from the GSA National Forms and  

pub l ica t ions  Center  w i l l  comple te  these b locks .  Not 

applicable to procurement request.  
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INSTRUCTIONS FOR PREPARATION OF (GSA FORM 49)

GENERAL,   The GSA Form 49, Requisition/Procurement 

Request for Equipment, Supplies or Services, must be used 

as the basic procurement request form when requisitioning 

suppl ies not avai lable f rom customer Supply Centers, 

equipment, services (including architect-engineer and other 

related services) and construction (see GSA Handbook, 

Preparing Procurement Request and Receiving Reports, 

APD P 2800.14). The GSA form 49 ,Must also be used to 

requisit ion forms and publications for the GSA National 

Forms and Publication Center. The GSA Form 49 is not to  

be used as a printing requisition or to order motor vehicles 

from the Federal Supply service Automotive Commodity 

Center. Use GSA Form 50, Requisition for Reproduction 

Services, to order printing services and GSA Form 1781,  

Motor Vehicle Requisition, to order motor vehicles. 

  
REQUISITION/ PROCUREMENT REQUEST IDENTIFICATION 

N U M B E R .  A l l  p r o c u r e m e n t  r e q u e s t  s u b m i t t e d  t o  a  

c o n t r a c t i n g  o f f i c e  m u s t  b e  a s s i g n e d  a  n u m b e r  f o r  

identification purposes. The number used may be the ACT 

number (block 3) or a requisit ion/procurement request 

number (block 2). Assignment of a identification number is  

op t iona l  fo r  requ is i t ions  fo r  fo rms,  pub l i ca t ions  and 

 telephone service. 

  
COPIES. Procurement request must be prepared in an  

original and two copies, unless otherwise specified by the  

contracting off ice. The original and one copy must be 

forwarded to the appropriate contracting office and one 

copy will be retained by the program office. The number of 

copies of other requisit ions wil l be as prescribed by the 

office receiving the GSA Form 49. 

  
INSTRUCTIONS FOR COMPLETING THE BLOCK: The 

numbered blocks will be completed as described below: 

  

   1.  Enter the total  number of  pages in the  

requisition/procurement request. 

  

   2.  Enter the number assigned by the requisitioning office. 

Procurement  reques t  numbers ,  i f  ass igned,  must  be 

numbered consecutively by fiscal year and consist of the  

requisitioner's office symbol, fiscal year and a number, e.g. 

V-88-1, V-88-2. completion of this block is optional. 

  

   3.  Assign an Accounting control Transaction (ACT) 

number in accordance with NJEAR system procedures. 

  

   4.  Enter the date on which the requisition/procurement 

request is prepared. 

  

   5.  where appropriate, enter the job/project number (or 

title if necessary for identification) of the job/project to be  

charged for the requisition/procurement.  

  

   6.  Enter the organization tit le, office symbol, and 

location of the appropriate office. 

  

   7.  Enter the organizational title, office symbol, location, 

and telephone number of the requisitioning office. 

  

   8.  Enter the name and telephone number of the person 

who can furnish additional information concerning the 

requisition/procurement request. 

  

   9.  Enter the name, office symbol and telephone number 

of the office responsible for completing the receiving reports.

   10. Enter the accounting classification against which 

the requisit ion/procurement request wil l be charged. If 

mu l t ip le  account ing  c lass i f i ca t ion  are  requ i red ,  the 

information should be entered in blocks 13 through 18 or on 

the GSA Form 49A, Requisition/Procurement Request for 

Equipment, Supplies or Services (Continuation). 

  

  11. Enter the address, including room number, where  

applicable, building and telephone number to which the items 

are to be delivered. Whenever appropriate, use GENERAL 

SERVICE ADMINISTRATION and an office symbol as the 

first line of the address. 

  

  12. Fil l  in this block only if a procurement request is 

requesting the exercise of an option, a contract modification, 

or an order against an existing contract. Enter the number of  

the existing contract. 

  

  13.  List one number for each l ine i tem requisit ioned 

whether the l ine is a single i tem, or a quanti ty of that 

item. Indicate the appropriate stock number, if any. 

  

  14.  I f  a stock number has been entered in block 13, 

enter only the noun name of the item being requisitioned. 

Otherwise, described clearly and fully the supplies or services 

being requisitioned. Include any special requirements or 

restr ict ions and required just i f icat ions i  th is block.  I f 

address and telephone number. If more space is needed, 

types across the full page in the space available in blocks 13 

through 18 or on GSA Form 49A. 

  

  15.   Enter the quantity of units for each item number. 

  

  16.  Describe the type of unit, e.g., dozen, square foot, 

manhour. 

  

  17.  Enter the unit price for each unit described. 

  

  18.  Enter the estimated price for total number of 

units requested. 

  

  19.  Enter the estimated price for ALL i tems 

requisitioned. 

  

  20.   Enter  the name,  t i t le  and of f ice symbol  o f  the  

official who is authorized to certify the availability of funds\ 

and the correctness of financial data in block A. The official  

must sign in block B. 

  

  21 .   En ter  the  name,  t i t le  and o f f i ce  symbol  o f  the  

originator of the requisition/procurement request in block A. 

The named official must sign in block B. 

  

  22.  Briefly list all attachments to the GSA Form 49. 

  

  23 .   En te r  name,  t i t l e  and  o f f i ce  symbo l  o f  t he  

official approving the requisition/procurement request, as 

required by office policy, e.g., supervisor, branch chief, 

director, in block A. The named official must sign in block B.

  

  24-29.  Personnel from the GSA National Forms and  

pub l ica t ions  Center  w i l l  comple te  these b locks .  Not 

applicable to procurement request.  
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INSTRUCTIONS FOR PREPARATION OF (GSA FORM 49)

GENERAL,   The GSA Form 49, Requisition/Procurement 

Request for Equipment, Supplies or Services, must be used 

as the basic procurement request form when requisitioning 

suppl ies not avai lable f rom customer Supply Centers, 

equipment, services (including architect-engineer and other 

related services) and construction (see GSA Handbook, 

Preparing Procurement Request and Receiving Reports, 

APD P 2800.14). The GSA form 49 ,Must also be used to 

requisit ion forms and publications for the GSA National 

Forms and Publication Center. The GSA Form 49 is not to  

be used as a printing requisition or to order motor vehicles 

from the Federal Supply service Automotive Commodity 

Center. Use GSA Form 50, Requisition for Reproduction 

Services, to order printing services and GSA Form 1781,  

Motor Vehicle Requisition, to order motor vehicles. 

  
REQUISITION/ PROCUREMENT REQUEST IDENTIFICATION 

N U M B E R .  A l l  p r o c u r e m e n t  r e q u e s t  s u b m i t t e d  t o  a  

c o n t r a c t i n g  o f f i c e  m u s t  b e  a s s i g n e d  a  n u m b e r  f o r  

identification purposes. The number used may be the ACT 

number (block 3) or a requisit ion/procurement request 

number (block 2). Assignment of a identification number is  

op t iona l  fo r  requ is i t ions  fo r  fo rms,  pub l i ca t ions  and 

 telephone service. 

  
COPIES. Procurement request must be prepared in an  

original and two copies, unless otherwise specified by the  

contracting off ice. The original and one copy must be 

forwarded to the appropriate contracting office and one 

copy will be retained by the program office. The number of 

copies of other requisit ions wil l be as prescribed by the 

office receiving the GSA Form 49. 

  
INSTRUCTIONS FOR COMPLETING THE BLOCK: The 

numbered blocks will be completed as described below: 

  

   1.  Enter the total  number of  pages in the  

requisition/procurement request. 

  

   2.  Enter the number assigned by the requisitioning office. 

Procurement  reques t  numbers ,  i f  ass igned,  must  be 

numbered consecutively by fiscal year and consist of the  

requisitioner's office symbol, fiscal year and a number, e.g. 

V-88-1, V-88-2. completion of this block is optional. 

  

   3.  Assign an Accounting control Transaction (ACT) 

number in accordance with NJEAR system procedures. 

  

   4.  Enter the date on which the requisition/procurement 

request is prepared. 

  

   5.  where appropriate, enter the job/project number (or 

title if necessary for identification) of the job/project to be  

charged for the requisition/procurement.  

  

   6.  Enter the organization tit le, office symbol, and 

location of the appropriate office. 

  

   7.  Enter the organizational title, office symbol, location, 

and telephone number of the requisitioning office. 

  

   8.  Enter the name and telephone number of the person 

who can furnish additional information concerning the 

requisition/procurement request. 

  

   9.  Enter the name, office symbol and telephone number 

of the office responsible for completing the receiving reports.

   10. Enter the accounting classification against which 

the requisit ion/procurement request wil l be charged. If 

mu l t ip le  account ing  c lass i f i ca t ion  are  requ i red ,  the 

information should be entered in blocks 13 through 18 or on 

the GSA Form 49A, Requisition/Procurement Request for 

Equipment, Supplies or Services (Continuation). 

  

  11. Enter the address, including room number, where  

applicable, building and telephone number to which the items 

are to be delivered. Whenever appropriate, use GENERAL 

SERVICE ADMINISTRATION and an office symbol as the 

first line of the address. 

  

  12. Fil l  in this block only if a procurement request is 

requesting the exercise of an option, a contract modification, 

or an order against an existing contract. Enter the number of  

the existing contract. 

  

  13.  List one number for each l ine i tem requisit ioned 

whether the l ine is a single i tem, or a quanti ty of that 

item. Indicate the appropriate stock number, if any. 

  

  14.  I f  a stock number has been entered in block 13, 

enter only the noun name of the item being requisitioned. 

Otherwise, described clearly and fully the supplies or services 

being requisitioned. Include any special requirements or 

restr ict ions and required just i f icat ions i  th is block.  I f 

address and telephone number. If more space is needed, 

types across the full page in the space available in blocks 13 

through 18 or on GSA Form 49A. 

  

  15.   Enter the quantity of units for each item number. 

  

  16.  Describe the type of unit, e.g., dozen, square foot, 

manhour. 

  

  17.  Enter the unit price for each unit described. 

  

  18.  Enter the estimated price for total number of 

units requested. 

  

  19.  Enter the estimated price for ALL i tems 

requisitioned. 

  

  20.   Enter  the name,  t i t le  and of f ice symbol  o f  the  

official who is authorized to certify the availability of funds\ 

and the correctness of financial data in block A. The official  

must sign in block B. 

  

  21 .   En ter  the  name,  t i t le  and o f f i ce  symbol  o f  the  

originator of the requisition/procurement request in block A. 

The named official must sign in block B. 

  

  22.  Briefly list all attachments to the GSA Form 49. 

  

  23 .   En te r  name,  t i t l e  and  o f f i ce  symbo l  o f  t he  

official approving the requisition/procurement request, as 

required by office policy, e.g., supervisor, branch chief, 

director, in block A. The named official must sign in block B.

  

  24-29.  Personnel from the GSA National Forms and  

pub l ica t ions  Center  w i l l  comple te  these b locks .  Not 

applicable to procurement request.  
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INSTRUCTIONS FOR PREPARATION OF (GSA FORM 49)

GENERAL,   The GSA Form 49, Requisition/Procurement 

Request for Equipment, Supplies or Services, must be used 

as the basic procurement request form when requisitioning 

suppl ies not avai lable f rom customer Supply Centers, 

equipment, services (including architect-engineer and other 

related services) and construction (see GSA Handbook, 

Preparing Procurement Request and Receiving Reports, 

APD P 2800.14). The GSA form 49 ,Must also be used to 

requisit ion forms and publications for the GSA National 

Forms and Publication Center. The GSA Form 49 is not to  

be used as a printing requisition or to order motor vehicles 

from the Federal Supply service Automotive Commodity 

Center. Use GSA Form 50, Requisition for Reproduction 

Services, to order printing services and GSA Form 1781,  

Motor Vehicle Requisition, to order motor vehicles. 

  
REQUISITION/ PROCUREMENT REQUEST IDENTIFICATION 

N U M B E R .  A l l  p r o c u r e m e n t  r e q u e s t  s u b m i t t e d  t o  a  

c o n t r a c t i n g  o f f i c e  m u s t  b e  a s s i g n e d  a  n u m b e r  f o r  

identification purposes. The number used may be the ACT 

number (block 3) or a requisit ion/procurement request 

number (block 2). Assignment of a identification number is  

op t iona l  fo r  requ is i t ions  fo r  fo rms,  pub l i ca t ions  and 

 telephone service. 

  
COPIES. Procurement request must be prepared in an  

original and two copies, unless otherwise specified by the  

contracting off ice. The original and one copy must be 

forwarded to the appropriate contracting office and one 

copy will be retained by the program office. The number of 

copies of other requisit ions wil l be as prescribed by the 

office receiving the GSA Form 49. 

  
INSTRUCTIONS FOR COMPLETING THE BLOCK: The 

numbered blocks will be completed as described below: 

  

   1.  Enter the total  number of  pages in the  

requisition/procurement request. 

  

   2.  Enter the number assigned by the requisitioning office. 

Procurement  reques t  numbers ,  i f  ass igned,  must  be 

numbered consecutively by fiscal year and consist of the  

requisitioner's office symbol, fiscal year and a number, e.g. 

V-88-1, V-88-2. completion of this block is optional. 

  

   3.  Assign an Accounting control Transaction (ACT) 

number in accordance with NJEAR system procedures. 

  

   4.  Enter the date on which the requisition/procurement 

request is prepared. 

  

   5.  where appropriate, enter the job/project number (or 

title if necessary for identification) of the job/project to be  

charged for the requisition/procurement.  

  

   6.  Enter the organization tit le, office symbol, and 

location of the appropriate office. 

  

   7.  Enter the organizational title, office symbol, location, 

and telephone number of the requisitioning office. 

  

   8.  Enter the name and telephone number of the person 

who can furnish additional information concerning the 

requisition/procurement request. 

  

   9.  Enter the name, office symbol and telephone number 

of the office responsible for completing the receiving reports.

   10. Enter the accounting classification against which 

the requisit ion/procurement request wil l be charged. If 

mu l t ip le  account ing  c lass i f i ca t ion  are  requ i red ,  the 

information should be entered in blocks 13 through 18 or on 

the GSA Form 49A, Requisition/Procurement Request for 

Equipment, Supplies or Services (Continuation). 

  

  11. Enter the address, including room number, where  

applicable, building and telephone number to which the items 

are to be delivered. Whenever appropriate, use GENERAL 

SERVICE ADMINISTRATION and an office symbol as the 

first line of the address. 

  

  12. Fil l  in this block only if a procurement request is 

requesting the exercise of an option, a contract modification, 

or an order against an existing contract. Enter the number of  

the existing contract. 

  

  13.  List one number for each l ine i tem requisit ioned 

whether the l ine is a single i tem, or a quanti ty of that 

item. Indicate the appropriate stock number, if any. 

  

  14.  I f  a stock number has been entered in block 13, 

enter only the noun name of the item being requisitioned. 

Otherwise, described clearly and fully the supplies or services 

being requisitioned. Include any special requirements or 

restr ict ions and required just i f icat ions i  th is block.  I f 

address and telephone number. If more space is needed, 

types across the full page in the space available in blocks 13 

through 18 or on GSA Form 49A. 

  

  15.   Enter the quantity of units for each item number. 

  

  16.  Describe the type of unit, e.g., dozen, square foot, 

manhour. 

  

  17.  Enter the unit price for each unit described. 

  

  18.  Enter the estimated price for total number of 

units requested. 

  

  19.  Enter the estimated price for ALL i tems 

requisitioned. 

  

  20.   Enter  the name,  t i t le  and of f ice symbol  o f  the  

official who is authorized to certify the availability of funds\ 

and the correctness of financial data in block A. The official  

must sign in block B. 

  

  21 .   En ter  the  name,  t i t le  and o f f i ce  symbol  o f  the  

originator of the requisition/procurement request in block A. 

The named official must sign in block B. 

  

  22.  Briefly list all attachments to the GSA Form 49. 

  

  23 .   En te r  name,  t i t l e  and  o f f i ce  symbo l  o f  t he  

official approving the requisition/procurement request, as 

required by office policy, e.g., supervisor, branch chief, 

director, in block A. The named official must sign in block B.

  

  24-29.  Personnel from the GSA National Forms and  

pub l ica t ions  Center  w i l l  comple te  these b locks .  Not 

applicable to procurement request.  
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COPIES. Procurement request must be prepared in an  

original and two copies, unless otherwise specified by the  

contracting off ice. The original and one copy must be 

forwarded to the appropriate contracting office and one 

copy will be retained by the program office. The number of 

copies of other requisit ions wil l be as prescribed by the 

office receiving the GSA Form 49. 

  
INSTRUCTIONS FOR COMPLETING THE BLOCK: The 
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   3.  Assign an Accounting control Transaction (ACT) 

number in accordance with NJEAR system procedures. 
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request is prepared. 
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location of the appropriate office. 

  

   7.  Enter the organizational title, office symbol, location, 
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the GSA Form 49A, Requisition/Procurement Request for 
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  11. Enter the address, including room number, where  

applicable, building and telephone number to which the items 

are to be delivered. Whenever appropriate, use GENERAL 

SERVICE ADMINISTRATION and an office symbol as the 

first line of the address. 

  

  12. Fil l  in this block only if a procurement request is 

requesting the exercise of an option, a contract modification, 

or an order against an existing contract. Enter the number of  

the existing contract. 

  

  13.  List one number for each l ine i tem requisit ioned 

whether the l ine is a single i tem, or a quanti ty of that 

item. Indicate the appropriate stock number, if any. 

  

  14.  I f  a stock number has been entered in block 13, 

enter only the noun name of the item being requisitioned. 

Otherwise, described clearly and fully the supplies or services 

being requisitioned. Include any special requirements or 

restr ict ions and required just i f icat ions i  th is block.  I f 

address and telephone number. If more space is needed, 

types across the full page in the space available in blocks 13 

through 18 or on GSA Form 49A. 

  

  15.   Enter the quantity of units for each item number. 

  

  16.  Describe the type of unit, e.g., dozen, square foot, 

manhour. 

  

  17.  Enter the unit price for each unit described. 

  

  18.  Enter the estimated price for total number of 

units requested. 

  

  19.  Enter the estimated price for ALL i tems 

requisitioned. 

  

  20.   Enter  the name,  t i t le  and of f ice symbol  o f  the  

official who is authorized to certify the availability of funds\ 

and the correctness of financial data in block A. The official  

must sign in block B. 

  

  21 .   En ter  the  name,  t i t le  and o f f i ce  symbol  o f  the  

originator of the requisition/procurement request in block A. 

The named official must sign in block B. 
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required by office policy, e.g., supervisor, branch chief, 
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